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ASSUMPTIONS AND UNDERSTANDTNGS PERTAINTIG
TO ENTITLIMENTS OF GONTRACTORS PIRSONVEL
AND THE 1TTIIOD OF HANDLING FINANCIAL OBLT--
GATIONS OF SUCH BMPLOYE.S AT FORWARD BASE
OF OP:RATIONS: :

GENERALs

We assume that: (a) Room and board will be provided at the expense
- of the Govermment to esch individual receiving employment under this :
mssion; (b) PX privileges s consistent with law and theater regulations,
will be availsble to c ontractor ersomnel at prices charged other troops
at the location involwed; and (c§ Monetary conversion facilities will

be provided, consistent with theater requirements » Without expense to

the individuale, Aecordingly, the employees should be encouraged to
request only a minimum amount of his rémmeration at the overseas base,
When the decision is reached as to the actual base(s) of operation, you
will be informed and ouwr best efforts will be made to furnish: (as cli-
matic data; Sb) commodity cost informationg and (c) the type of enter-
teinment or recreation facilities available mad the estimated costs,
This should assist the contractor and employee in deeiding the amount
of salary that should be disbursed abroad, _

PARTICULARS OF HANDLING APPOINTMENTS AND SALARY PATMENTS:

1. The contractor under its gystem of employment consistently fol-
lowed, will enter into the employment agreement with the employee,

2, The contractor and employee will decide upen the amount of money
to be disbursed to the individual at the forward base and this amournt
will be listed on a schedule opposite the employee's name and opposite
each amount the employee should affix his signature indicating that he
is aware of the amount to be disbursed to him abroad,

3. VYhen each teanm is assembled, the contractor will furnish the
original and two copies of this schedule through existing channels to
the Govarnment's contracting of ficer in order that arrangements may be
effected to disburse the amount specified once each month in an orderly
and timely manner, '

L. The contractor may dispose of the remaining portion of the
individual®s salary and process amounts withheld for tax and other
purposcs in accordance with the contractor's established practico or as
they agroe to handle with the employee, The only interest of the Governe
ment in this regard being that the contractor should not, for obvious
reasans, attempt pgyment to the employee at the forward facility without
the expressed permission of the contracting officer,
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5. To adjust the contractor's claim for the amount disburscd by
the Covermment under its contract, it is expected that the contractor
will prepare its monthly c¢laim in the gross amount; exactly as it would
if the Government was ndt effecting any disbursement to the contractoris
personnel, After striking the gross total on the inveice, a roduction
would be made thereunder covering the monetary conciderations due the
Government as a result of the Government disbursement(s) during the
period involved, :

DOCRMENTATION IN SUPPORT OF CONTRACTOR'S RICORDS:

It is expected that each c ontractor participating will need in sup-
port of its records and to pormit final secttlement with the employce and
Governnent at completion of assignment, certain data showlng payments
effected by the Government. It is anticinotod that contractor personnel
will be pald on a separate payroll, which will be supported by Time and
Attendance reports, cortified as to correctness by the contracter's
employee involved and by the contractor's supervisor at the installation.
This attondsnce reocord will be prepared in triplicate with the originsl
being retained by the Government finance reprcsentative certifying the
payment voucher. The two duplicate coples of the attendance report and
two coplos of the payroll will be forwarded by the Gorernmont finance
officer to the CGovernment Headguarters through approved channels and
promptly unon receipt at lleadmarters ore copy of the payroll, as well
as one copy of the Time and Attendance ricord, will be forwarded through
established chan-els to the contractor, Through this means the contractor
will be in 2 position to determine that agrecd payment arrangoments are
being currontly complied with., The original payrell only will be sipgned
by each amployee involved acknowledging receipt of payment, btut the Gove
ernment disbursing officer will certify on all conles that each crployce
appearin~ on the payroll received the arsunt shown op osite his name
unless otherwise explained and that the orig nal document or & picture
copy of the nayroll, showing acknowledgrent of the payment, will be made
available for examination by the contractor and/or the cuployee if
necessary .

COTL:IP IT 1183

1, It is quite possible, even thoug: we employ our best information
for estimating, that a contractor employec will find he has either requested
disbursenent of an insuffieient amount at the forward facllity or that the
amount bein~ disbursed abroad is greatel tian reguired. If this situation
should occur, the individuel will; sccompacied by his supervisor, contact
the Government finance representative at tie location and exccute in tripli-
cate an anended "Payroll Deduction Form 9 o show the effective date and amount
of his salary to be disbursed abroad. The eflfective date will be oxtgdcd
approximately (i) four weeks and will begii on the firet day of each (L) four
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week poriod excopt in the event of an emergency, to permit: (a) orderly
advice to be forwarded to the contractor and, (b) appropriate adjustments
to be accomplished by the contractor and the Government. Emergencies

will be handled by cable and confirmed with properly executed "Payroll
Deduction Form", Disposition of this instrument will be the same as

the disposition of other "documentation in support of contractor's records."

2. A gituation may arise when an employes finds that he has excess
cash in his posscssion at the forward facility and the finance representa-
tive will be avallable to assist in disposing of the money, in a secure
manner, as desired by the contractor's employec through the purchasc of a
moncy order, or, as a last resort the money may be released to the local
finance ropresentative following the same channels stated immediately
above. The finance representative will: (a) secure dircetions in tripli-
cate from . the individual giving desired disposition of the funds received;
(b) rendor a temporary receipt for the eash obtained; and (e¢) fumish adviece
Lo Government Headquarters of the funds received, furnishing two copics of
the directions as to disposition desired by the individusl involved,
Government Hoadquarters will: (a) cause a check to be draym in favor of
the contractoris employes involved, and (b) forward the chock and a copy
of the disposition instructions to the contractor involved for appropriate
action, Recelpt, in duplicate, will be roquired from the contractor for
said check in order that a copy may be furnished to contractor's erployee
to show that his request has been womplied with., This paragraph deals
strictly with a process te better servies the individual and does not
indicate a billing or payment adjustment bstween the contracter and the
Govermmont, -

3s  # sitvation may arise whereby a contractor's employee will want to
secure money from his Wi fe or other allotter for the purpose of effacting a
"one time" expenditure of funds (Mot nocessitating a, e¢bangs in the amourt
to be paid abroad) and it is expocted that this requirement would be handlod
as follows: (2) The employec would, through means established by the
Govermment for handling his cormmunications with "home foiks" stateside,
arrange for a cashier's check to be drawn in the amount required. (Personal
checks will suffice and will be cashed by the Governmment Minance represen-
tative abroad, provided the contrsctor involved agrees to meke good the
amount of such personal check should the negotiation of the porsonal check
be denied by the bank against which drawn). (b) Certifiod choeles, money
orders, ctc., will be honored by the Government Minance reprosantative as
& gervice to the contractor's employee without an agreement from the con-
tractor involved, and (e) The check, in particulsr if it is personal, should
be presented tothe contractor for action which will include forwarding
through contractors approved charmel te this Headmarters for further hande
Iing and dispateh to the reguestor,

L. Under nomsl conditions, it is nof expocted that any travel
expensos as such will be paid. It may be possible for a contractorig
employoe to be required to perform temporary duty on offiecial busincss
at a location where Govermment quarters and/or subsistence are not
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available (as assumod and mentioned in the Genoral comments), Under this
condition it is expected that the contractor's employec would be reime
bursod for such temporary duty, in addition to salary, oxactly as though
he were a Govermment offieial rendoring similar service, This expensge
would not require adjustment under the aprecmeat betweeon the contractor
and the Government and unless the contractor desireg, the payment would
not be roported but instead would be handled at tho loecal level,

5. ven though it is hirhly irprobable, that it will be nccessary to
"redline” on the payroll a contractor's employee at the forwvard facility
because of rosirnation or sther reason(s), should such a situation occur
(and "redlining® will orly occur after coordination with the individual's
supervisor) immodiate notifieation will be furnished Headquarters in suffi-
cient detail to pormit a determination as to the action necessary to be
taken, Headquartors will promptly relay all information received to the
contractor concorned,
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